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State of Michigan
Department of Career Development - KingeChévezeParks Initiative

Select Student Support Services (4-S) Program
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

October 1, 2003 marks the beginning of the first year of a three-year grant cycle (October 1,
2003 through September 30, 2006). The effective period of this handbook and for Public Act
144-03 is October 1, 2003 through September 30, 2004. Note ‘PA 144-03 in all
correspondence related to the current program period.

Updates and changes to the program, handbook, report forms, or database will be sent to
program coordinators and/or will be posted on the Michigan Department of Career Development
website (www.michigan.gov/mdcd, link to Career Preparation, link to Office of Postsecondary
Services, link to Kinge Chavéz Parks Initiative).

The following components constitute a complete “ Contract Agreement Package” between the
Michigan Department of Career Development and the Grantee:

A. The origina proposal and any clarifications or final approved modifications, and the final
approved budget;

B. Administrative Handbook for Select Student Support Services (4-S) Program for the
grant cycle beginning October 1, 2003, inclusive of any revisions; and,

C. Grant Agreement signed by MDCD signatory and Institution designee.

Failure of the successful Grantee to accept these obligations as detailed in the documents listed
above may result in cancellation of the award.

The Grantee shall monitor performance to ensure that implementation of the program follows the
guidelines of the funded application (and/or approved modifications). Grantees are also
responsible for timely and accurate submission of reports. Prior Experience Points will be
awarded during the RFP review process for submission of timely and accurate 4-S program
reports during the previous grant year and final reports demonstrating progress in achieving 4-S
core indicators.

Beginning thisyear (PA 144-03 2003-2004), reports are to beentered into the Access
Database and submitted electronically. Seethe Access Database manual for instructions
and the Grantee Report Responsibilities Calendar for deadlines. Report documentsin the
Attachment Section are included only as backup and samples. Use these report documents only
when directed by KCP.

Any Grant resulting from this RFP (4-S #03-RFP-008, Rev. May 9, 2003) may not be modified,
amended, extended, or augmented, except by a written agreement executed by the parties hereto,
and any breach or default by a party shall not be waived or released other than in writing signed
by the other party.
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PROGRAM DESCRIPTION

The Select Student Support Services (4S) Program was created by the Michigan State Legislature in
1987 as part of the larger KingsChavezeParks (KCP) Initiative. The legidative intent is to increase
the graduation rate of academically and economically disadvantaged students currently enrolled in
either a public or private four-year university.! The intent of the 4S Program is to provide seed
money that will serve as a catalyst for institutional change, stimulating more coordinated efforts
within institutions, permanently ensuring both short- and long-term measurable improvement in
graduation rates of targeted students.

The support services provided to students varies greatly from institution to institution. Many
Michigan institutions have developed programs of “best practice” that are very effective in reaching
disadvantaged students and implementing systemic institutional change. A few of the lessons that
have been learned over the years include: the importance of a commitment to the program at the
president’s level increases the likelihood that institutional barriers can be overcome; programs that
address change in institutional systems have longer-lasting impact; and, programs that recognize the
role that faculty plays are critical to improving students’ persistence to baccalaureate completion.

The Michigan Department of Career Development’s KingeChavezeParks Initiative provides oversight
to the 4-S Program and technical assistance to the institutions. 4-S Program Coordinators and their
colleagues at the college/university level are invited and encouraged to attend other KCP Initiative
sponsored activities such as the annual “Equity in the Classroom” conference. Also, the KCP
Initiative annually hosts a statewide meeting for 4-S Program Coordinators to provide an opportunity
for programs to exchange information on successful program practice, keep abreast of educational
reform and provide useful suggestions to improve program outcomes.

This handbook contains information, guidelines and reporting responsibilities to assist 4S Program
Coordinators in carrying out successful programs. The policies and procedures have been approved
by the Michigan Department of Career Development, which is referred to as the Department or
MDCD in this handbook. All questions should be directed to the KCP Grant Administrator, Rudy
Redmond, Manager of the KingeChéavezeParks Initiative at (517) 373-9700, fax (517) 373-2759 or e-
mail redmondrc@michigan.gov. The mailing address is. Michigan Department of Career
Development, Office of Postsecondary Services, KingeChavezeParks Initiative, Victor Office Center,
4™ Floor, 201 N. Washi ngton Square, Lansing, Michigan 48913.

! The definition of “academically and economically disadvantaged” is|eft to the applicant institution and should be
included in the proposal. Because a disproportionate number of underrepresented minorities (African American,
Latinos and Native Americans) come from disadvantaged school districts, programs should focus on these target
populations. It isrecognized that not all minorities are disadvantaged, and these students are not intended to be the
focus of the program. However, if they are served incidentally by the program, they may be counted as served.
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FY 2003 — 2004 Awardsfor 4-SPrograms

Albion College: Project StePp ANEA .........cco i $ 76,439
Baker College: Total Learning Commitment (TLC) ......ooueerereririenereene e $ 42,779
CalViN COllEGE: TAPESIIY ..o.veueeieeteieeete ettt st sttt b e b e e seebeneens $ 61,047
College for Creative Studies: Study ClINICS.......cccueieeieiiesiere e $ 56,701
Davenport University: Students United for Retention and Excellence (SURE) Program.....$ 93,264
Eastern Michigan University: Select Student Support Services Contact Program................ $121,222
Kettering University: Enhancing Engineering Student Retention Through New

Teaching/Learning ParadigmsS............ceceieiiie ettt s $ 93,590
Lawrence Technological University: Students in Technology Achieving Results............... $138,742
Madonna University: Program for Realizing Educational Potential (PREP)......................... $139,892
Michigan State University: The Charles Drew Science Enrichment Lab ..., $ 27,413
Michigan State University (College of Nursing): LEAP Initiative.........c.ccoceveveiinincnene, $ 68,321
Michigan State University: Peer Advising Leadership (PAL) Program .........ccccceveveeeniennne. $ 44,161
Michigan Technological University: Project RISE — Excelling in Science and

1o 0= = o TSRS $139,698
Northern Michigan University: Gateway Academic Program (GAP)........cccceceveevecceecveenee. $ 69,407
Oakland University: STUAENES FirSt.......cc.ooiieiiciecececeeeeeee et $ 71,664
Olivet College: Integrated Career Development Program...........cccceeeceevieeiieeieescieeseesneens $ 69,407
Saginaw Valley State University: College TranSitionS ........cccevevereneseseseeseesee e e $116,580
University of Detroit Mercy: Gateway to Math SUCCESS V.......coeciiiiriiiriiiicrce e $ 40,803
University of Detroit Mercy: Professional Mentor Program PIUS ..........ccccveieneicnincnee, $ 39,043
University of Michigan — Ann Arbor: Pathways to Student Success and Excellence

(POSSE) PrOGIraIM.....ccceeiesieieieiesieseeesiesie st te e ssesee e sessesse e sesseseesesseseenessesennens $130,908
University of Michigan — Flint: Bridges to SUCCESS Program..........cccceeeeveseeseeneesseesseenens $109,811
Wayne State University: Pathwaysto Nursing: First Year to First Year.......cccccccceveeieennne $ 63,610
Wayne State University: Math Corps Student SUCCESS CENnter .........ccceeveeveeeeeriecieeseeseenens $ 76,447
William Tyndale College: Comprehensive Efforts Toward Achievement (CETA) ............. $ 46,650
10 SRS PUS PSP $1,937,610
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L egidative Direction for PA 144-03 of 2003

Sec. 503. (1) Included in part 1 is funding for the Martin Luther King, Jr. « César Chavez
» Rosa Parks select student support services program for devel oping academically and
economically disadvantaged student retention programs for 4-year public and independent
educational institutions in this state.

(2) An award made under this program to any 1 ingtitution shall not be greater than
$150,000.00, and the amount awarded shall be matched on a 70% state, 30% college or
university basis.

(3) The program shall be administered by the Michigan department of career
devel opment.

Sec. 507. Each state institution of higher education receiving funds under section 503,
504, or 506 shall notify the Michigan department of career development by April 15, 2004 asto
whether it will expend by the end of its fiscal year the funds received under section 503, 504, or
506. Notwithstanding the award limitations in sections 503 and 504, the amount of funding
reported as not being expended will be reallocated to the ingtitutions that intend to expend all
funding received under section 503, 504, or 506.

Term of Grant

In the event that the L egislature modifies, failsto provide, or terminates the funding
necessary for KCP grants, the State may cancel or modify KCP grant awar ds.

Awards granted under this RFP are effective October 1, 2003 through September 30, 2006. The
legislature establishes the annual one-year program period that corresponds with the state fiscal
year (October 1 through September 30) and the signing of the Michigan Higher Education
Appropriations legislation. Continuation renewal may be authorized annually for October 1,
2004 through September 30, 2005 and October 1, 2005 through September 30, 2006 for grantees
funded under this RFP (4-S #03-RFP-008, Rev. May 9, 2003). Renewals depend upon:
satisfactory grantee performance, availability of State funds and institutionalizing the program
along guidelines established for KCP 4-S programs. The award of a grant under this RFP# 03-
RFP-008 (Rev. May 9, 2003) does not imply annual or continued funding at the conclusion of
the three-year grant cycle.

The Michigan Department of Career Development is not liable prior to the annual continuation
of the Grant Agreement by all parties for any costs incurred by any applicant. The prospective
Grantee should realize that payments in any given fiscal year are contingent upon enactment of
legislative appropriations. Total liability of the State is limited to the terms and conditions of
this signed grant agreement.



Once every three years, the State of Michigan Kinge Chavéz Parks Initiative invites Michigan
public and private colleges and universities to submit a 4-S proposal application for funding. A
program funded by RFP #03-RFP-008 (Rev. May 9, 2003) is eligible for continuation funding
for up to three (3) years. The next RFP will be available in the spring of 2006.

Grant Awards

Funded Grantees met the high standards established in the revised May 9, 2003 Request For
Proposals (RFP), and were selected for funding on the basis of a peer review. Grant awards were
announced by the Michigan Department of Career Development for Select Student Support
Services (4-S) Programs beginning October 1, 2003 through September 30, 2004. Thisis year
one (PA 144-03) of athree-year grant cycle. For Fiscal Year 2003-2004, $1,956,100 was
appropriated for the Select Student Support Services (4-S) Program. The state award (which
cannot total more than $150,000 per institution) equals 70% of the total program budget;
institutions demonstrate their commitment to the programs by providing the remaining 30%.
These grants are intended to serve as catalysts for institutional change.

Completion of asigned contract document between the Grantee and the Department of Career
Development’ s Office of Contracts and Grants formalizes the commitment between the two
parties. The signed contract, a signed acceptance of the grant award and a signed request for
100% payment of the grant award allows the Office of Financial Services to execute payment.
No grant program may be modified, anended, extended, or augmented, except by a written
agreement executed by the parties hereto, and any breach or default by a party shall not be
waived or released other than in writing by the other party.

Proposal Review

Proposals are reviewed by three- to five-member peer review teams. Committee members are
appointed by the KCP Grant Administrator, and the teams include representatives from the
President’s Council of State Universities and the Independent Colleges/Universities Association.
Each review committee member individually rates the proposals assigned to their respective
team. The committee meets to review the proposals and recommends both the award recipients
and the award amounts. There is no obligation to fund the proposal at the requested amount. If
merited, Prior Experience Points are added to individual continuation proposal scores by KCP
staff. The review team members’ ratings, inclusive of appropriate Prior Experience Points, are
standardized and the final ratings ranked in descending order. The total pool of applicationsin
ranked order isthen recommended for funding. There is no expectation that all proposals will be
funded. Final grant awards are determined when the annual Higher Education Appropriations
Act (which funds all KCP Initiative programs) is approved. The KCP Grant Administrator
forwards the recommendation for funding to the Director of the Department of Career
Development. Upon receipt of approval, awards are announced and all Grantee contracts are
completed, facilitating funding for program start- up on October 1.
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Policies and Procedures

Acceptance of the 4-S state award entails administering the program and expending award and
institution matching funds in accordance with the policies and procedures set forth in the 4-S PA
144-03 Administrative Handbook.

Accounting and Budget

The Grantee shall adhere to the Generally Accepted Accounting Principles and shall maintain
records that will allow for the comparison of actual outlays with budgeted amounts. The
Grantee's overall financial management system must ensure effective control over and
accountability for all funds received. Accounting records must be supported by source
documentation. The expenditure of program funds, inclusive of both state and institution shares,
shall be reported by line item category with line item specific detail.

Cost sharing is a program requirement and is subject to audit. Care must be taken when
assigning and allocating cost to award funds. The practice an institution uses in estimating cost
must be consistent with accounting practices used by an institution in accumulating and reporting
costs. Although no specific allocation method is mandated or precluded, the method used must
result in an equitable distribution of cost to the programs that benefit from the shared costs.

4-S Programs are cautioned not to include program costs that would be unacceptable within their
own institutions and/or would be considered out-of- line with program costs within their
ingtitution. 4-S Program awards should not supplant funding for programs currently funded by
other sources.

A. The state budget, the Department of Career Development, the Department of
Management and Budget, and the State Administrative Board will determine the grant
payment cycle.

B. State of Michigan award funds must be expended within the State fiscal year/program
period (October 1 through September 30). There will be no carry forward. State of
Michigan award funds not expended during the fiscal year/program period will 1apse to
the State General Fund.

C. If directed by the KCP Initiative to submit a hardcopy, the Final Expenditure Report must
be prepared in collaboration with the institution’s Accounting Office or Contracts and
Grants Office. Final Expenditure Reports submitted with the 4-S Final Report Package
must be signed by the authorized signatory for the Accounting or Contracts and Grants
Office to ensure compliance with ingtitutional and 4-S Program polices and procedures.
Beginning thisyear (PA 144-03 2003-2004), reports areto be entered into the Access



Database and submitted electronically. Seethe Access Database manual for
instructions and the Grantee Report Responsibilities Calendar for deadlines.

All Final Expenditure Reports must include (at a minimum) the following:
Line item expenditure detail for both the state award and institution matching funds.
Line item accounting of all revisions.
Line item accounting of al unexpended state award and institution matching funds.
Summary totals for state award dollars (maximum of 70% of total final budget),
institution matching funds (minimum of 30% of total final budget) and identification
of any unexpended state award dollars to be returned to the state.
Source documentation for all “Dedicated Percentage Time Staff.”
Source documentation for all cost shares.

. The Grantee shall retain al financia records, supporting documents, program reports
with documentation and all other pertinent records for a period of three (3) years after
submission of the final report package.

. Significant changes within budget line categories and all changes across budget line item
categories require prior review and written approval by the KCP Grant Administrator or
his designee.

. Institutions that receive KCP Initiative funds for more than one program are reminded
that funds cannot be transferred across KCP programs or to other programs of the
ingtitution. Institutions are also reminded that State of Michigan KCP 4-S funds may not
be used as ingtitutional match for any other KCP programs (College Day, MHED, etc.).

. All unexpended funds identified in the 4-S Final Expenditure Report must be returned to
the State of Michigan by December 10, 2004 (when the 4-S Final Report is due). Send
the check separately —do NOT enclose the check with the Final Report (if a
hardcopy of the Final Report isrequested by KCP).

. At the discretion of the Grantor (Department of Career Development), the program may
be subject to afinal audit prior to or after the conclusion of the program period.

Funding for the following elementsare EXCL UDED from both state and matching
funds:

Indirect Costs: Indirect costs are the real cost of institution operations officialy
known as facilities and administration costs. Overhead expenses such as rent and
utilities are also considered indirect costs.

All Financial Aid: Financial Aid for 4-S participants, either directly (i.e.
scholarships, payment of tuition, stipends, workstudy, etc.) or indirectly (i.e.
transportation, textbook allowances, child care support, etc.).

Out-of-State Travel: For project staff, support staff, students or others directly or
indirectly associated with the 4-S Program.

Research Projects.



Course Development.

Student Field Tripsto museums, theaters, restaurants, sports events, etc.
Purchase or Lease of Equipment: Equipment is not circumscribed by cost and is
defined as any tool used to implement an operation or activity. Equipment includes,
but is not limited to: pagers telephones, VCR's, televisions, palm pilots, computers,
copy machines, fax machines, etc.

Unapproved Personnél: persons not anticipated and explicitly shown in the final
approved program proposa and budget.

J. Funding for the following elements must be approved by the MDCD KCP Initiative prior
to inclusion in the 4-S Program budget. These elements will be based on “facts and
circumstances’ directly related to the support of 4-S Program goals, objectives and
activities on behalf of academically and economically disadvantaged students.

Library and Instructional Materials: Are allowable only when these materials support
the proposed 4-S Program objectives and support the 4-S Core Indicators.

In-State Student Travel: Is allowable when related to the retention and graduation of
students from Michigan higher education institutions and supports the objectives of
the 4-S Program.

In-State Program Staff Attendance at Conferences and Seminars: All travel in this
areais alowable when related to the retention and graduation of targeted 4-S students
and support the 4-S Core Indicators.

Room and Board: Only allowable when aresidential program outside the normal
school year isincluded in the 4-S Program (proposal).

K. 4-SProgram Personnel: Full- Time Program Staff and Dedicated Percentage Time Staff.
These are the two categories of personnel involved with the implementation of most 4-S
Programs. ALL staff involvement must be directly related to the 4-S Program goals,
objectives and activities, and must be anticipated and explicitly shown in the program
budget. No state or matching funds may be used for unapproved personnel.

Full- Time Program Staff: Known as Personnel (“FTE’S’ on the budget summary), are
individuals dedicated exclusively to the achievement of 4-S Program goals, objectives
and activities.

Graduate or Undergraduate Assistants: Full- or Part-Time Assistants can be utilized
by 4-S Programs in the same manner as other program staff when their role is defined
and essentia to the achievement of the Program goals, objectives and activities.
Assistants compensation must follow the standards established by the institution and
can include tuition, fee payment and benefits associated with the standard
compensation package.

Dedicated Percentage Time Staff: Are individuals with limited and defined roles for
the achievement of 4-S Program activities. Their roles must be integral and necessary
for the achievement of Program activities. Institution Administration and Support
Personnel whose roles in the ingtitution are permanently established to meet the
administrative demands of institution functions and grant/program support are
considered “Indirect Cost” and are excluded from state and matching funds.

10



L. Documentation of Percentage of Time for Dedicated Percentage Time Staff: Charges to
the 4-S Program are aligned with program activities and specifically identify the work
performed. Charges, either as state funds or as institution match, must be based on the
individual’s regular compensation for the continuous period that, under the policy of the
institution concerned, constitutes the basis of hig’her salary. Charges for work performed
during the program period are allowable at the base salary rate. In no event will charges
to the 4-S Program, irrespective of the basis of computation, exceed the proportionate
share of the base salary for the period. Staff Release Authorization isrequired for ALL
Dedicated Percentage Time Staff.

Proceduresfor the Transfer of Unexpended Funds

The Unexpended/Unencumbered Funds Report, due July 9, 2004 as part of the Mid-Y ear
Progress Report Package, alows the KCP Initiative to identify state grant award funds
that are anticipated to be unexpended by the grantee by the end of the current program
period September 30, 2004. (Reportsareto beentered into the Access Database and
submitted electronically - see the Access Database manual for instructions and the
Grantee Report Responsibilities Calendar for deadlines.)

Section 507 of PA 144-03 alows the MDCD to reallocate these funds, within the
maximum award limitations as specified in Section 503, to an institution that intends to
expend all funding received under Section 503.

Redllocated state award dollars must be used to continue or expand approved grant
activities or to enhance grant approved activities in a manner that strengthens the
achievement of 4-S core program goals.

Review and | dentification of Anticipated Unexpended Funds

The MDCD KCP Initiative will review the Unexpended/Unencumbered Funds
Reports, due July 9, 2004 as part of the Mid-Y ear Progress Report Package, and
identify anticipated unexpended grant award funds. (Reportsareto beentered into
the Access Database and submitted electronically - see the Access Database
manual for instructions and the Grantee Report Responsibilities Calendar for
deadlines.)

If adequate funds are available to warrant reallocation, the KCP Initiative will notify
grantees of the availability of funds and requirements for application.

Grantees Applying for the Use of Unexpended Funds

Grantees must submit a written request by the required date and time, which includes:

a) asummary of the anticipated use of the funds;

b) a proposed new program budget clearly identifying line item use of the funds; and,

¢) documentation of the addition of a minimum of 30% institution match that
corresponds with the additional state grant award funds.

Reallocated state award dollars must be utilized by the end of the current program

period (September 30, 2004) and must be used to continue or expand approved grant
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activities or to enhance grant approved activities in a manner that strengthens the
achievement of 4-S core program goals.

Grant programs participating in the reallocation of funds will be required to sign a
corresponding modified grant agreement with the MDCD that will indicate all
changes made to the grant and reporting responsibilities.

Grantees Returning Unexpended Funds

Grantees will receive a modification to the MDCD grant agreement that will include
information of the adjusted grant award.
Unexpended funds must be returned and made payable to the State of Michigan and
must include a note or memo on the check identifying “KCP 4-S PA 144-03.”
Checks are to be mailed to: Michigan Department of Career Development
Office of Postsecondary Services
KingeChavezeParks Initiative
Victor Office Center, 4™ Floor
201 N. Washington Square
Lansing, MI 48913

General Provisons

A. During the 3-year grant cycle, programs may make changes in program activities and
objectives based upon lessons learned and influencing factors that occur during the
program period. Programs must address these changes in their Mid-Y ear Progress and
Final Reports. Any significant changes to the proposal must be submitted in writing to
the State of Michigan KingsChéveze Parks Initiative for authorization prior to the due
dates for these reports; the authorized modifications must be documented in the Mid-Y ear
Progress Report, Final Program Report and Final Expenditure Report. Program changes
resulting from benefits afforded by lessons learned while implementing programmatic
activities and working toward institutionalization should improve outcomes for the
program reports. (Reportsareto beentered into the Access Database and submitted
electronically - see the Access Database manual for instructions and the Grantee
Report Responsibilities Calendar for deadlines.)

Modifications to the budget must also be submitted to the KingeChéavezeParks Initiative
for authorization.

B. Grantees are required to immediately submit in writing to MDCD KCP Initiative changes
to key program personnel, persons responsible for the overall administration of the grant,
address and telephone numbers and/or general contact information for the program. If
changes to Dedicated Percentage Time Staff occur, new Staff Release Authorizations
must be immediately submitted to the KCP office.

C. Grantees are responsible for attending the annual 4-S Program meeting held in the fall of
each program period. The program meeting will provide grantees with legidative
guidelines, 4-S Policies and Procedures, technical support, best practice models and grant



implementation procedures. Grantees must oversee their 4-S program in accordance with
the Administrative Handbook.

D. 4-SPrograms will acknowledge support from the Michigan Department of Career
Development’ s KingeChavezeParks Initiative in al program printed materials, programs/
activities and/or marketing information.

E. 4-SPrograms must serve as catalysts for ingtitutional change that ensures retention, and
completion of baccalaureate degrees for academically and economically disadvantaged
students once 4- S funding through the KingsChavezeParks Initiative has ended.

F. The Grantee agrees to comply with all pertinent federal and state regulations and
legidlation involving civil rights, equal opportunity and affirmative action including (but
not limited to) Title VI of the Civil Rights Act of 1964, and Act No. 453, Michigan
Public Acts of 1976.

G. The Grantee, all contractors and subcontractors are responsible for providing and
maintaining customary institutional liability protection and “hold harmless’ provisions, at
all times, for al 4-S Program persons and property (as provided to any and all regular
programs of the institution).

H. News releases that discuss the results of the 4-S Program require prior approval and
specific written direction from the KingeChavezeParks Initiative.

I. Newspaper articles regarding 4-S Programs or activities may be submitted to the KCP
Initiative so that the good news can be shared.

Prior Experience Points

Prior Experience Points are awarded to grant programs that have consistently demonstrated
exceptional performance in meeting the requirements and specific program policies and
procedures designated by the MDCD KCP Initiative during a program’s grant cycle. The KCP
Initiative staff monitors and reviews all aspects of the grantee’ s performance during the three-
year grant cycle and will award Prior Experience Points to the Peer Review Team’srating of a
grantee’s proposal application for continued funding. Each new cycle begins a new process of
activities and the development of strategies that work toward institutionalization of that new

program.

NOTE: 100 maximum points may be earned for the RFP. Prior Experience Points, if awarded,
are then added to that score.
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Prior Experience Points may be applied to the final RFP scor e in this sample points
earningstable as follows (if the maximum number of pointsis earned):

Year 1. PA 144-03 Year 2: PA 2004 Year 3: PA 2005
10/1/03 — 9/30/04 10/1/04 — 9/30/05 10/1/05 — 9/30/06

+ 1 point for PA 144-03 final + 1 points for PA 144-03 final
report report

+ 2 points for PA 144-03 + 2 points for PA 2004 spring | + 2 points for PA 2004 spring
spring and mid-year reports and mid-year reports and mid-year reports

+ 4 bonus points for PA 144-
03 final & PA 2004 spring and
mid-year reports

Maximum of 2 points added to | Maximum of 3 points added to | Maximum of 7 points added to
2006 RFP final score 2006 RFP final score 2006 RFP final score

Prior Experience points are assessed as follows:

Points are awarded for complete individual reports submitted by due date:

Spring Unexpended/Unencumbered FUNAdS REPOIT ..........cccveeeveeceveere e 1 point
Mid-Y ear Progress RepOrt Package..........c.ocveiueeiieieesiee e 1 point
Final REPOI PaCKagE ........c.cooiieie e 1 point
Bonus points are awarded for programs submitting all reports during the 3-year grant cycle:
Bonus 1: that are complete and received by thedue date...........ccccceevvriieeiiinennee. 1 point
Bonus 2: that satisfy the goals and objectives from approved proposd .................. 1 point
Bonus points are also awarded for all final reports demonstrating:
Bonus 3: progressin achieving Core INdiCator #1..........cccveeeieeneneneneneseseeeee 1 point
Bonus4: progressin achieving Core INdiCator #2........cccccevvevieveeveeseeeseese e 1 point
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4-S Program Core OutcomeIndicators
All program objectives must contribute to achieving 4-S Program Core Outcome Indicators:

Core Outcome #1: Increase retention of participating academically and economically
disadvantaged students on to graduation.

Core Indicator #1: Smaller gap between the percent of 4-S participants who are retained
at and graduate from the public or private 4- year institution compared to the overall
retention and graduation rates for the entire institution.

Core Outcome #2: Programs started through 4-S funding will still be serving
academically and economically disadvantaged students after termination of KCP/state
funding.

Core Indicator #2: Implemented strategies moving away from KCP/state funding to
internal institution and/or other external funding sources allowing for the continuation of
4-S services to academically and economically disadvantaged students.

| nstitutionalization

Select Student Support Services (4-S) Program grants are intended to serve as catalysts for
ingtitutional change, increasing the retention and graduation rates of academically and
economically disadvantaged students (identified by the institutions as having the greatest need).
Research has demonstrated that pilot projects, such as 4-S, continue to play an important role in
developing long-term, systemic ingtitutional change.

To successfully move toward institutionalization, KCP 4-S programs will:

know how the project isimpacting the target population within the institution and how
this impact is influencing the institution.

have strategies to assess how the project can fit into the overall mission/goals of the
institution for the target population.

have key institution decision makers involved in the goals of the project and in the
process of institutionalizing the project.

have strategies that work toward the programmatic and budgetary commitments to
ingtitutionalize the project or components of the project that will remain after state
funding ends.

have a detailed, projected three-year timeline for accomplishing institutionalization.
assume larger percentages of the program cost during each successive program year.

KCP 4-S programs effect systemic institutional change when those changes are:

central rather than marginal.
connected to other core institution activities rather than isolated.
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organized and devel oped through some institutionwide mechanism rather than by an
isolated committee.

maintained by an ingtitutional infrastructure rather than by temporary staff and project
structure.

A 4-S Program becomes institutionalized when a college/university has.

an institutional position on the retention of academically and economically disadvantaged
students in its mission.

amission of the retention of academically and economically disadvantaged students as an
integral part of the ongoing planning process of all institution departments and
committees.

budgetary commitments to efforts addressing the goal of retaining academically and
economically disadvantaged students.

created institutional environments that value and recognize the role of retaining
academically and economically disadvantaged students in the educationa environment of
ingtitutions and the world students are being prepared to enter.

recognized that faculty are critical to improving students' persistence by creating
expectations and support for curriculum and instructional strategies that provide
opportunities for students from a broad range of cultural/racial backgrounds to succeed.
integrated a successful 4-S program into common work practices.

integrated 4-S Program goals into its infrastructure.

Reporting Responsibilities of Grantee

The Grantee shall monitor performance to ensure that implementation of the program follows the
guidelines of the funded application (and/or approved modifications). Grantees are also
responsible for timely and accurate submission of reports. Prior Experience Points will be
awarded during the RFP review process for submission of timely and accurate 4-S program
reports during the previous grant year and final reports demonstrating progress in achieving 4-S
coreindicators. Report documents in the Attachment Section are included only as backup and
samples. Use these report documents only when directed by KCP. Beginning thisyear (PA
144-03 2003-2004), reports areto be entered into the Access Database and submitted
electronically. Seethe Access Database manual for instructions and the Grantee Report
Responsibilities Calendar for deadlines.
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State of Michigan
Department of Career Development - KingeChévezeParks Initiative

Select Student Support Services (4-S) Program
Grantee Report Responsibilities Calendar

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Spring Unexpended/Unencumbered Funds Report: Postmarked by April 16, 2004

Spring Report Cover Sheet
Spring Unexpended/Unencumbered Funds Report

Electronic Database Report: E-mailed by July 9, 2004
E-mail submission of 4-S Electronic Database Update to martellp@michigan.gov
Reportsareto be entered into the Access Database and submitted electronically - see the
Access Database manual for instructions and Attachment A for Sample Report Forms (to
be used only when directed by KCP). This Mid-Y ear Progress Report Package includes:

Mid-Y ear Progress Report Package Cover Sheet
Mid-Y ear Unexpended/Unencumbered Funds Report
Mid-Y ear Progress Report

Significant Change Narrative (if warranted)

Electronic Database Report: E-mailed by December 10, 2004
E-mail submission of 4-S Electronic Database Update to martell p@michigan.gov
Reportsareto beentered into the Access Database and submitted electronically - see the
Access Database manual for instructions and Attachment B for Sample Report Forms (to
be used only when directed by KCP). This Fina Report Package includes:

Final Report Cover Sheet
Final Program Expenditure Report: this information is to be submitted in
collaboration with the institution’s Accounting Office or Contracts and Grants Office
Return payment of unexpended funds (if applicable) to the State of Michigan
4-S Program Core Indicator:
Core Outcome #1
Core Outcome #2
4-S Fina Program Summary Report
Brief Narrative Describing: Program Success and Lessons Learned (Max.of 3 pages)

Return of Unexpended Funds: Send by December 10, 2004

Return payment of unexpended funds (if applicable) to the State of Michigan (send
check separately —do NOT enclose the check with the Final Report (if a
har dcopy of the Final Report isrequested by KCP).
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State of Michigan

Department of Career Development - KingeChavezeParks Initiative

Sdlect Student Support Services (4-S) Program & Oversight Timeline
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

October 1, 2003

Oct. 1, 2003 — Sept. 30, 2004

October 1 — 10, 2003

Oct. 6, 2003 — Jan. 23, 2004

October 3, 2003

February 2 — April 19, 2004

April 16, 2004

April 19 — July 30, 2004

May 10 — September 30, 2004

duly 9, 2004

July 12 — September 30, 2004

July — October 2004

September — October 2004

October 1, 2004

December 10, 2004

December 10, 2004

December 2004 - April 2005

New 4-S Program Start-up for PA 144-03 (Year 1 of a 3 year grant
cycle) Program Period October 1, 2003 — September 30, 2004

Best Practice On-Site Visits, Technical Assistance Visits (due to the
status of the state budget, these visits may be canceled or delayed)

Selection of Grantee Pool On-Site Monitoring Visit Candidates:
Random Group & Risk Factor Candidates

Risk Factor Candidates On-Site Monitoring Visits (due to the status
of the state budget, these visits may be canceled or delayed)

4-S Program Meeting, Lansing, Michigan

Random Group On-Site Monitoring Visits (due to the status of the
state budget, these visits may be canceled or delayed)

Fina postmark date for Spring Unexpended/Unencumbered Funds
Report

Desk Audit Review Spring Unexpended/Unencumbered Funds
Report

Risk Factor Visits (due to the status of the state budget, these visits
may be canceled or delayed)

Forwarding 4- S Electronic Database Update (Mid-Y ear Progress Rpt
Package) Due for PA 144-03 Program Period 10/1/03 — 9/30/04

Desk Audit Review Mid-Y ear Progress Reports

State of Michigan Grant Renewal Authorization Process (contingent
upon fina approved State budget and signing of Higher Education
Appropriations Bill for the second year of athree (3) year cycle).
Continuation award renewal announcement (contingent upon final
approved State budget and signing of Higher Education
Appropriations Bill for the second year of athree (3) year cycle).

Continuation 4-S Program Period Start-Up for Year 2 of the 3 year
cycle (October 1, 2004 — September 30, 2005)

Forwarding 4- S Electronic Database Update (Final Report Package)
Duefor PA 144-03 Program Period 10/1/03 — 9/30/04.

Return payment of unexpended funds (if applicable) to the State of
Michigan with the PA 144-03 Final Report Package (do NOT enclose
with Final Report if a hardcopy is required)

Desk Audit Review Final Reports for PA 144-03

Program Period: October 1, 2003 — September 30, 2004
Identify Any Risk Factors
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State of Michigan
Department of Career Development - KingeChévezeParks Initiative

Select Student Support Services (4-S) Program
Spring Report Cover Sheet

To be postmarked no later than April 16, 2004

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Institution:

Program Name:

Program Coordinator:

Address:

Phone:

Fax:

E-mail:

The following documents comprise the entire 4-S Spring Report:

Spring Report Cover Sheet
Spring Unexpended/Unencumbered Funds Report

Thisreport isto be prepared and signed by both the Program Coordinator and Program
Evaluator.

Program Coordinator:

Sign and Print Name Date

Program Evaluator:
Sign and Print Name Date
Program Evaluator Phone Number E-mail Address

Attach this Cover Sheet to the top of the Spring Unexpended/Unencumbered Funds Report and
mail to: Michigan Department of Career Devel opment

Office of Postsecondary Services

KingeChavezeParks Initiative

201 N. Washington Square

Victor Office Center, 4" Floor Phone: (517) 373-9700

Lansing, M| 48913 Fax: (517) 373-2759
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State of Michigan
Department of Career Development - KingeChévezeParks Initiative

Select Student Support Services (4-S) Program
Spring Unexpended/Unencumbered Funds

To be postmarked no later than April 16, 2004

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Year One of a Three-Year Grant Cycle

Institution:

Program Name:

Budget Update

Approved Program Budget for Year One of a Three-Year Grant Cycle:
State Award (70%): $
I nstitution Contribution (30%): $
Total Budget: $

Isyour 4-S Grant Program expending state award and institution matching funds as projected?

? Yes 7 No
If o, briefly explain:

4-S Program Coordinator Signature:
Signature:

Sign and Print Name Date

Contact information for the person from the Institution Accounting or Contracts & Grants Office
collaborating with the 4-S Program Coordinator to prepare this report:

Print Name Signature Phone Number Date

Attach this Spring Unexpended/Unencumbered Fundsform to the Spring Cover Sheet and
mail to:

Michigan Department of Career Development

Office of Postsecondary Services

KingeChévezeParks Initiative

201 N. Washington Square

Victor Office Center, 4" Floor Phone: (517) 373-9700
Lansing, M1 48913 Fax: (517) 373-2759
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State of Michigan
Department of Career Development - KingeChévezeParks Initiative

Select Student Support Services (4-S) Program
Technical Assistance and Monitoring Protocol

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Since 1987, experience with Michigan’ s public universities and participating private institutions
has provided evidence of the high quality of program management and implementation of KCP
Initiative Programs. Therefore, the primary purpose for on-site visits by KCP Initiative staff
members or department representatives focuses on:

Opportunities to support and gather information about “ best practices’ to share with
other institutions.

Providing opportunities for institutions to showcase “best practice’” models with the
state office and/or desired representatives.

Providing technical assistance to programs in applying norms of quality.

Secondary onsite responsibilities focus on monitoring state funded KCP Initiative 4-S Programs.
The information that follows provides a description of the monitoring protocols for the KCP
Initiative 4-S Programs.

Grantee Responsibilities

The Grant Administrator for the Select Student Support Services (4-S) Programs is the
Department of Career Development’ s KingeChavezeParks (KCP) Initiative. Grantees are
responsible for completing designated reports. Grantee responsibilities and reporting forms have
been covered in the “ Reporting Responsibilities of Grantees’ section of this 4-S Administrative
Handbook. Reportsareto beentered into the Access Database and submitted electronically
- see the Access Database manual for instructions and the Grantee Report Responsibilities
Calendar for deadlines.

KingeChavezeParks I nitiative Monitoring Activities

The MDCD KCP Initiative monitoring responsibilities include two separate activities: a*“Desk
Audit Review” and an “On-Site Review.” Each component has its own protocol.

|. Desk Audit Review Protocol

NOTE: Prior Experience Points will be awarded during the RFP review process for
submission of timely and accurate 4-S program reports during previous grant years.

A. Firdt, reports submitted from Grantees are reviewed for:
All reports are submitted by the due dates and are ready for review.
Final reports demonstrate progress in achieving core indicators.
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B. Second, reports are reviewed in detail using a standard format. Examples of the “Desk
Audit Review” forms are included as Attachments C and D. Completed reports become
part of the Grantee KCP Initiative office file. Grantees may request a copy of the “Desk
Audit Review” by contacting the KCP Consultant. Grantee reports also form the basis
for determining individual program technical assistance needs, for identifying content for
K CP Initiative sponsored technical assistance/professional development opportunities
and aid in determination of on-site review selections.

. On-Site Review Protocol

There are three ways a Grantee will be identified for an on-site monitoring visit: randomly
selected 10% of the annual Grantee cohort, risk factor concerns, and/or request by Grantee.

Random Selection
Ten percent (10%) of the annual Grantee pool will be randomly selected, during the
first week of October, for on-site monitoring visits.

Risk Factor
Grantees may be selected for an on-site monitoring visit based upon the following
program risk factor considerations:

Proposal Application Review Findings

Desk Audit Review Findings

Prior Year Report Findings

Last On-Site Monitoring Visit

Institutional History with KCP Initiative
Experience/Familiarity with 4-S Requirements
Dollar Amount of Program

Request
Grantees may also request an on-site monitoring visit and/or technical assistance by
contacting the KCP Initiative state office.

A. On-Site Monitoring

The onsite monitoring visit will be led by the KCP Consultant, who may be joined by
other MDCD or KCP Initiative staff as indicated or as requested by the Grantee. The
KCP Consultant will make arrangements for the onsite visit with the 4-S Program
Coordinator identified on the signed contract for the program. Specific on-site
components will be identified and arranged in partnership with the Grantee and will be
formalized by a confirmation letter detailing responsibilities and particulars for the on
stevisit. On-site visits will be conducted during normal working hours at the institution.
The focus of these visits will always be on abetting Grantee programs that lead to best
practices that bolster program participants toward their persona education goals and
institutional commitments, reinforcing both participants and support programs.



B. Focusfor Select Student Support Services (4-S) Program On-Site Visits

The focus for the on-site review is available as Attachment E and will consist of
observations of the instructional/program settings, review of records, procedures, and
program materials, and interviews conducted during the on-site monitoring visit.

C. On-Site Visit Follow-up

Concise and specific information of the on-site monitoring visit will be reviewed with the
4-S Program Coordinator, and a written summary will be completed in atimely manner
by the KCP Consultant. The follow-up report will address the ontsite visit focus
identified above.

On-site Visit conclusions will be rated on the following scal e:

Program Implementation Exceeds Established Standards- M odel Program
Result: A letter of accomplishment and appreciation will be added to the
program file and aletter of accomplishment forwarded to the institution
President, Chief Operating Officer/Dean and 4-S Program Coordinator.
No change in program performance will be required.

Program I mplementation Meets Establish Standards
Result: The ontsite monitoring report will be added to the program file and
a letter of statement will be forwarded to the 4-S Program Coordinator that
states that the program meets established standards for KCP Initiative 4-S
Programs.

Program I mplementation Requires M odification
Result: The on-site monitoring report will be added to the program file
with the identification of specific program components requiring
modification. A letter of modification will be forwarded to the 4-S
Program Coordinator. Issues falling into this category require minor
program modification or clarification of understandings. Example: failure
to acknowledge support from the MDCD K CP Initiative on program
printed or promotional materials, or significant changes in program
strategies or staffing were not indicated in program reports.
Grantee Response: The 4-S Program Coordinator will submit proof of
program modifications to the KCP Consultant within 45 days.

Program Implementation Significantly Different from Application or Outside of

L egidative or Administrative Guidelines
Result: The on-site monitoring report will be added to the program file
with the identification of specific program direction. A certified letter of
redirection will be forwarded to the 4-S Program Coordinator and Chief
Operating Officer/Dean.
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Grantee Response: Within 45 days, the 4-S Program Coordinator will
submit an action plan detailing steps that are being/will be taken to
ameliorate each of the identified issues. The action plan will aso include
proof of this change where appropriate. The action plan will be forwarded
to the MDCD KCP Initiative Office by certified mail.

MDCD KCP Initiative Response: Upon receipt of the action plan, the KCP
Consultant will contact the 4-S Program Coordinator and arrange for a
follow-up onsite monitoring visit. When adequate change has been made,
the final on-site follow-up will conclude with confirmation of required
modification and place the program in “Program Implementation Meets
Established Standards.” Final confirmation will be forwarded to the 4-S
Program Coordinator and Chief Operating Officer/Dean.

Result of NonCompliance: Grantees not making adequate progress or
failing to make progress. The state will consider the program in default
and may immediately cancel the program, resulting in the full return of
unused funds and possible obligation for funds expended to date and/or
cost incurred by the state on behalf of the program. The specific Program
Grantee of the institution will also not be permitted to seek future funding
under the KCP Initiative grant programs unless adequate proof that
ingtitutional change rectifying the prior problem/situation has been
provided. The KCP Grant Administrator will make this determination.

Institution Action Plan

If required, an Institution Action Plan must be submitted. An action plan is awritten plan
developed by the institution that outlines the exact procedures to be taken to correct items or
issues that were identified in the On-Site Monitoring Review Report. The components of the
Institution Action Plan must include:

Name of Institution.

Date of submission.

Identification of each/all issug(s) and any recommendation(s) as stated in the On-Site
Monitoring Review Report.

Objective(s) or statement(s) of action to be taken or detail of steps that have been
taken to adequately address the identified issue(s).

As appropriate, identifying specific steps or activities to complete identified
objective(s) or action statement(s).

Timelineg(s) or the date each activity/step will begin and be completed, including
projected completion date of the full plan.

Identifying the specific personnel designated to initiate, implement and monitor the
progress of each task.
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Attachment A

Attachment B

Attachment C

Attachment D

Attachment E

Attachment F

Attachment G

Attachments
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Sample Mid-Y ear Progress Report
Forms (to be used only when
directed by KCP staff: the Mid-

Y ear Progress Report and Fina
Report Packages are to be
electronically submitted beginning
this current program period of
October 1, 2003 through
September 30, 2004).

Sample Final Report Forms (to be
used only when directed by KCP
staff: the Mid-Y ear Progress
Report and Final Report Packages
are to be electronically submitted
beginning this current program
period of October 1, 2003 through
September 30, 2004).

Example of Desk Audit Review of
Mid-Y ear Progress Reports

Example of Desk Audit Review of
Final Reports

Example of On-Site Monitoring
Focus

Example of Fiscal On-Site
Monitoring Focus

Coordinator List



State of Michigan ATTACHMENT A
Department of Career Development - KingeChévezeParks Initiative

Select Student Support Services (4-S) Program
Mid-Year Progress Report Package Cover Sheet: Due July 9, 2004

Reportsareto beentered into the Access Database and electronically submitted
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Y ear Grant Cycle

Institution:

Program Name:

Program Coordinator:

Address;

Phone:

Fax:

E-mail:

Institution Accounting or Contracts & Grants Office Representative:

Print Name Title
Address;

Phone:

Fax:

E-mail:

The following documents comprise the entire 4-S Mid-Y ear Progress Report package:

Mid-Y ear Progress Report Cover Sheet

Mid-Y ear Unexpended/Unencumbered Funds Report
Mid-Y ear Progress Report

Significant Change Narrative (if warranted)

This report isto be prepared and signed by both the Program Coordinator and the Institution Accounting or
Contracts and Grants Office Representative.

Program Coordinator:

Sign and Print Name Date

Institution Accounting or Contracts &
Grants Office Representative:

Sign and Print Name Date

If a hardcopy isrequested by KCP, attach this Cover Sheet to the top of your Mid-Year Progress
Report Package and mail to: Michigan Department of Career Development
Office of Postsecondary Services
KingeChavezeParks Initiative
201 N. Washington Square
Victor Office Center, 4" Floor Phone: (517) 373-9700
Lansing, M| 48913 Fax: (517) 373-2759
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State of Michigan ATTACHMENT A
Department of Career Development - KingeChévezeParks Initiative

Select Student Support Services (4-S) Program
Mid-Year Unexpended/Unencumbered Funds Report: Due July 9, 2004

Reportsareto beentered into the Access Database and electronically submitted
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Guidelines and Definitions:
Grants are to be expended during the program period of October 1, 2003 through September 30, 2004.

Approved Program Budget: Final program budget inclusive of all modifications and revisions
approved by the MDCD KCP Initiative during the course of the program period.

Program Expenses. State award and institution matching funds, actual outlays and funds
dedicated by purchase order, requisitions, vouchers, signed contract agreements, etc. Provide an
up-to-date total of program expenditures from October 1, 2003 through June 30, 2004.

Unexpended Program Funds: State award and institution matching funds NOT committed as
actual outlays or dedicated by purchase order, requisitions, signed contract agreements, etc.
Project all program expenses anticipated to be incurred July 1, 2004 through September 30,
2004. Anticipated unexpended program funds are those remaining after this projection.

Budget Update

Institution:

Program Name:

Approved Program Budget
State Award (70%): $
Ingtitution Contribution (30%): $
Total Budget: $

Program Expenses (State and | nstitution Contribution combined)
Total Expenses as of July 1, 2004: $
Anticipated Total Expenses as of September 30, 2004: $

Anticipated Unexpended/Unencumber ed Program Funds as of September 30, 2004
State Award Funds Remaining: $

Institution Contribution Funds Remaining: $

Program Coordinator Signature:

Sign and Print Name Date
Institution Accounting or Contracts
& Grants Office Representative:

Sign and Print Name Date

If a hardcopy isrequested by the KCP Initiative, mail thisMid-Year Unexpended/ Unencumbered
FundsReport to: Michigan Department of Career Development

Office of Postsecondary Services

KingeChavezeParks Initiative

201 N. Washington Square

Victor Office Center, 4" Floor Phone: (517) 373-9700

Lansing, M| 48913 Fax: (517) 373-2759
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State of Michigan ATTACHMENT A
Department of Career Development - KingeChavezeParks Initiative

Select Student Support Services (4-S) Program
Mid-Year Progress Report: Due July 9, 2004

Reportsareto beentered into the Access Database and electronically submitted
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Institution:

Page__1 of Program Name:

Note: List each objective for your program under the “ Program Objective” category as identified in your proposal. Under the “Activitiesto Achieve
Objective’ provide a list of al activities completed and/or planned to accomplish each objective. “Influencing Factors’ are characteristics of the
program or participants that influence the extent to which outcome targets are exceeded or not achieved.

Program Objectives Activitiesto Achieve Objectives Influencing Factors
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Page

of

4-SMid-Year Progress Report
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

I nstitution:

Program Name:

Program Objectives

Activitiesto Achieve Objectives

Influencing Factors
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State of Michigan ATTACHMENT B

Department of Career Development - KingeChavezeParks Initiative
Select Student Support Services (4-S) Program

Final Report Package Cover Sheet Due December 10, 2004

Reportsareto beentered into the Access Database and electronically submitted
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Institution:;

Program Name:

Program Coordinator:

Address;

Phone;

Fax:

E-mail:

The following documents comprise the entire 4-S Final Report package:
- Fina Report Cover Sheet

Final Expenditure Report: Official Close-out Report submitted by the Institution Accounting or
Contracts and Grants Office
4-S Program Core Indicator Reports (Complete reports for Core Outcomes #1 and #2)

Core Outcome #1 (Complete only one of the following reports under Core Outcome #1):

= Target School/College or Indtitutionwide 4-S Program Core Indicator Report

Core Outcome #2
4-S Find Program Summary Report
Brief Narrative Describing: Program Success and Lessons Learned (Maximum of 3 pages)
Return payment of unexpended funds (if applicable) to the State of Michigan. Send the check
separately - do NOT enclose the check with the Final Report (if a hardcopy of the
Final Report isrequested by KCP). Note“KCP 4-SPA 144-03" on the check.

Thisreport isto be prepared and signed by both the Program Coordinator and Program Evaluator.

Program Coordinator:

Sign and Print Name Date

Program Evaluator:

Sign and Print Name Date

If a hardcopy isrequested by KCP, attach this Cover Sheet to thetop of the Final Report package and

mail to:
Michigan Department of Career Development
Office of Postsecondary Services
KingeChévezePaks Initiative
201 N. Washington Square
Victor Office Center, 4" Floor Phone: (517) 373-9700
Lansing, M1 48913 Fax: (517) 373-2759
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State of Michigan ATTACHMENT B
Department of Career Development - KingeChavezeParks Initiative

Select Student Support Services (4-S) Program

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Final Expenditure Report and Cover Letter Instructionsto
Institution Accounting or Contracts and Grants Office

Reportsareto be entered into the Access Database and electronically submitted.

A. Program year October 1, 2003 through September 30, 2004 4-S Program state award and
institution contribution funds must be completely expended during the program year
October 1, 2003 through September 30, 2004.

The Final Expenditure Report MUST be prepared in collaboration with the 4-S Program

Coordinator and the institution’s Accounting or Contracts and Grants Office.

B. Usethe “Final Expenditure Report” sample format. All categories established in the
Final Expenditure Report format must be completed.

C. Final Expenditure Reports are submitted with the 4-S Final Report Package and MUST
be signed by the authorized signatory for the institution’s Accounting or Contracts and
Grants office. A sample “Expenditure Report Cover Letter” is provided.

Expenditure Report Form Guidéelines and Definitions

Approved Application Budget:

The " approved 4-S Program budget” is the final program budget inclusive of all modifications
and revisions approved by the MDCD KCP Initiative during the course of the program period.

A. Award Adjustment: Anticipated unexpended funds identified following the 4-S Mid-Y ear
Unexpended/Unencumbered Funds Report may result in the reallocation of state award
dollars from one institution to another. If your institution is involved in the reallocation,
the adjustment to the 4-S “approved application budget” will be documented in the
“Award Adjustment” portion of the Final Expenditure Report as state award dollars
transferred in or out as appropriate.

B. Final Approved Application Budget: To prepare the Final Expenditure Report, use the
Final Program Budget, inclusive of all modifications and revisions, approved by the
MDCD KCP Initiative.

C. Provide both state award and institution matching funds expenditure reporting by line

item category with line item specific detail. Lineitem accounting must justify all
categories of the approved 4-S Program budget.
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Actual Final Program Expenditures with Adjustments and Line Iltem Changes

A.

Summarize al modifications to the “Final Approved Application Budget” indicating
adjustments as (+) or (-) by line item category. Line item accounting must provide clarity
concerning all modifications or revisions made to the program budget. Provide actud
expenditures by line item category with line item specific detail.

Source documentation must be provided for each “Dedicated Percentage Time Staff”
member identified in the program budget. No unidentified dedicated percentage time
staff person may be included in the fina report package and may not be reported as paid
from 4-S award or institution match funds.

Source documents must be provided for al cost share.

Totals: Summary totals for state award dollars (maximum 70% of total final budget),
institution matching funds (minimum 30% of total final budget) and identification of any
unexpended state award dollars to be returned to the state.

Unexpended State Award Dollars: State award funds NOT committed by September 30,
2004 as actual outlays or dedicated by purchase order, requisitions, vouchers, signed
contract agreements, etc. Identify unexpended state award dollars to be returned to the
state and follow the procedures detailed below concerning returning unexpended funds to
the State of Michigan.

Procedures for Returning Unexpended Funds

A.

4-S unexpended funds should be returned by December 10, 2004 (when the electronic
submission of the 4-S Final Report Package is due). Send the check separately - do
NOT enclose the check with the Final Report (if a hardcopy of the Final Report is
requested by KCP). If unexpended funds are not returned by the due date, a written
explanation for the delay must be submitted to the KCP Initiative by December 10, 2004.

Checks are to be made payable to the State of Michigan and must include a note or memo
on the check identifying “KCP 4-S PA 144-03.” Do NOT enclose the check with the
Final Report (if a hardcopy of the Final Report isrequested by KCP).

Checks areto be mailed to:  Michigan Department of Career Development
Office of Postsecondary Services
KingeChévezeParks Initiative
Victor Office Center, 4™ Floor
201 N. Washington Square
Lansing, MI 48913
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State of Michigan
Department of Career Development - KingeChavezeParks Initiative

Select Student Support Services (4-S) Program
FINAL EXPENDITURE REPORT SAMPLE FORMAT: Due December 10, 2004

Reportsareto beentered into the Access Database and electronically submitted
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle
Approved Application Budget for (Institution Name):
Total State Award (maximum 70%)

ATTACHMENT B

Total Institution Match (minimum 30%) Combined Total Budget (100%)

Award Adjustment (if Applicable)
State Award Dollars Transferred Out (-)

State Award Dollars Transferred In (+)

Approved Reallocated Application Budget
Reallocated Total State Award (maximum 70%)

Reallocated Total Institution Match (minimum 30%) Reallocated Combined Total Budget (100%)

Final Approved Application Budget

Actual Final Program Expenditureswith Adjustment and Line Item Changes
State Max. In_stltutlon - Budget Revision by Line Line Item Expenditures Unexpended Line Item Funds
- : Min. 30% Lineltem Item
Line Item Categories 70% 4-S 4-SMatch Totals
Doallars Dollars State Institution State Institution State Institution

TOTALS

Unexpended State Award Dollarsto be Returned to the State of Michigan by December 10, 2004 (if applicable): $

Total State Expended Funds (70% max) »
Total Institution Expended Funds (30% min) »
Combined Total Expended Funds (100%) »
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ATTACHMENT B
SAMPLE OF 4-SFINAL EXPENDITURE REPORT COVER LETTER

PRINT ON INSTITUTION LETTERHEAD

[Date]

Rudy Redmond, KCP Grant Administrator
KingeChévezeParks Initiative

Office of Postsecondary Services

Michigan Department of Career Development
Victor Office Center, 4™ Floor

201 N. Washington Square

Lansing, MI 48913

Re:  [Ingtitution] , [Program Name] , 4-S Final Expenditure Report
Program Period PA 144-03 October 1, 2003 through September 30, 2004

Attached is a copy of the approved 4-S Program Summary and Budget Detail with approved
budget modifications for Program Period October 1, 2003 through September 30, 2004. The
Final Expenditure Report has been prepared by the [ Institution Accounting or Contracts and
Grants Office] of [Institution Name] and reports the actual expenditures for each line item of the
approved detailed budget. Documentation supporting all cost share items and percentage time
charges to the grant for each program staff person identified as “ Dedicated Percentage Time
Staff” is attached.

If you have any questions, contact [include appropriate contact information for the institution
Accounting or Contracts and Grants Representative preparing the Final Expenditure Report and
this cover letter] .

Sincerely,

[ Institution Accounting or Contracts and Grants Representative]

[Title]

Attachments

C: Institution 4-S Program Coordinator



State of Michigan ATTACHMENT B
Department of Career Development - KingeChavezeParks Initiative

Select Student Support Services (4-S) Program
TARGET COLLEGE/SCHOOL|CORE INDICATOR REPORT* - Core Outcome#1
Report Due December 10, 2004: reportsareto be entered into the Access Database and electronically submitted

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Core Outcome#1: Increaseretention of participating academically and economically disadvantaged students on
to graduation.

Corelndicator: Smaller gap between the percent of 4-S participantswho areretained at the college compared
with the overall retention rate for the college/school.

*NOTE: Complete only ONE of the following: Target College/School OR Institutionwide Core Indicator Report. Complete
ALL information requested below.

Formulafor calculating 4-S Retention Rate:

Total number of 4-S students served during current year (X) minusthe number of students who left the 4-S Program
during current year (Y), equals remaining number (N).
Divide the remaining number (N) by the total number of 4-S students served during the current year (X).

(X=Y)=N, (N) X) =4-SRetention Rate.
Definitions:

I nstitutionwide Retention Rate.......the actual institution retention rate (percentage) reported by your ingtitution for this current year.

College/School Retention Rate...... the actual college/school retention rate (percentage) reported by your institution for this
college/school for this current year. (The 4-S retention rate should be computed as indicated in
the formula listed above).

Retention.......ccccvvveeveece e, Students who continue to work toward completion of a degree.

College/Schoal..........ccoeviveieeiieiienns A degree granting program, i.e. College of Nursing/School of Nursing.



TARGET COLLEGE/SCHOOL 4-S PROGRAM CORE INDICATOR REPORT

CORE OUTCOME #1
Page 2 of 2
Institution: Program Name:
Define your process for identifying academically and economically disadvantaged target 4-S program participants:
Year 1 Program: _PA 144-03 Academic Year (numbersreported apply to current year only)
Not
Native African Latino Multi-Racial White Classified TOTAL
American American Elsawhere
M F M F M F M F M F M F M F

Total # of studentsin
college/school

Total # of students graduating
from college/school

Total # of studentsretained in
target college/school

Retention rate of college/school
students

Total # of 4-Sstudentsserved

Total # of 4-Sgraduates

Total # of 4-S studentsretained

Retention rate of 4-Sstudents

Total # of 4-Sstudentsretained
but NOT continuingin 4-S
program




State of Michigan ATTACHMENT B
Department of Career Development - KingeChavezeParks Initiative

Select Student Support Services (4-S) Program
INSTITUTIONWIDE|CORE INDICATOR REPORT* - Core Outcome #1
Report Due December 10, 2004: reportsareto be entered into the Access Database and electronically submitted

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Core Outcome#1: Increase retention of participating academically and economically disadvantaged students on
to graduation.

Corelndicator: Smaller gap between the percent of 4-S participantswho areretained at the college compared
with the overall retention rate for the college/school.

*NOTE: Complete only ONE of the following: Target College/School OR Institutionwide Core Indicator Report. Complete
ALL information requested below.

Formulafor calculating 4-S Retention Rate:

Total number of 4-S students served during current year (X) minusthe number of students who left the 4-S Program
during current year (Y), equals remaining number (N).
Divide the remaining number (N) by the total number of 4-S students served during the current year (X).

(X=Y)=N, (N) X) =4-SRetention Rate.
Definitions:

I nstitutionwide Retention Rate.......the actual institution retention rate (percentage) reported by your ingtitution for this current year.

College/School Retention Rate...... the actual college/school retention rate (percentage) reported by your institution for this
college/school for this current year. (The 4-S retention rate should be computed as indicated in
the formula listed above).

Retention.......ccccvvveeveece e, Students who continue to work toward completion of a degree.

College/Schoal..........ccoeviveieeiieiienns A degree granting program, i.e. College of Nursing/School of Nursing.
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INSTITUTIONWIDE 4-S PROGRAM CORE INDICATOR REPORT

CORE OUTCOME #1
Page 2 of 2
Institution: Program Name:
Define your process for identifying academically and economically disadvantaged target 4-S program participants:
Year 1 Program: _PA 144-03 Academic Year (numbersreported apply to current year only)
Not
Native African Latino Multi-Racial White Classified TOTAL
American American Elsawhere
M F M F M F M F M F M F M F

Total # of studentsin
college/school

Total # of students graduating
from college/school

Total # of studentsretained in
target college/school

Retention rate of college/school
students

Total # of 4-Sstudentsserved

Total # of 4-Sgraduates

Total # of 4-S studentsretained

Retention rate of 4-Sstudents

Total # of 4-Sstudentsretained
but NOT continuingin 4-S
program




State of Michigan ATTACHMENT B
Department of Career Development - KingeChavezeParks Initiative

Select Student Support Services (4-S) Program
CORE INDICATOR REPORT: Core Outcome#2
Report Due December 10, 2004
Reportsareto beentered into the Access Database and electronically submitted

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Institution:

Program Name:

Core Outcome #2: Program started through 4-S funding will still be serving academically and
economically disadvantaged students after termination of KCP/state
funding.

Corelndicator #2: Implemented strategies for moving away from KCP/state funding to interna
institution and/or other funding sources allowing for the continuation of 4-S
services to academically and economically disadvantaged students.

Write below concrete examples of the steps being taken to move away from K CP/State
funding and replace with internal institution funding and/or other external funding
sources. Include specific examplesthat include the following ar eas:

Strategic Planning Activities

Staff

Program I mplementation Responsibilities
Budget
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State of Michigan ATTACHMENT B
Department of Career Development - KingeChavezeParks Initiative

Select Student Support Services (4-S) Program
Final Program Summary Report: Due December 10, 2004

Reportsareto beentered into the Access Database and electronically submitted
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Institution:

Page 1 of Program Name:

Note: List each objective for your program under the “Program Objective’” category as identified in your proposal. Provide “Outcome” data for each objective.
Outcomes: data is specific, demonstrates observable change or accomplishments toward identified (in proposa application) goals/outcomes. Outcome information
demonstrates benefits participants have received through their participation assisting them with new knowledge, increased skills, changed attitudes or values, modified
behavior, improved conditions, and/or atered status (i.e. graduation). Quantifiable data indicators include numbers, percentages, amounts, averages, medians, and
ratings. Provide initial, intermediate, and long-term outcomes as appropriate. Influencing Factors: Characteristics of the program or participants that influence the
extent to which outcome targets are exceeded or not achieved.

Program Objectives Outcomes Influencing Factors




4-SFinal Program Summary Report
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Institution:

Page of Program Name:

Program Objectives Outcomes Influencing Factors
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State of Michigan

ATTACHMENT C

Department of Career Development - KingeChavezeParks Initiative
Select Student Support Services (4-S) Program

KCP Monitoring Desk Audit Review

Mid-Year Progress Reports— Electronic Submission Due July 9, 2004
Program Period: October 1, 2003 through September 30, 2004

I nstitution:

PA 1m Y ear One of a Three-Year Grant Cycle

<\Yearlofa3ear rogram
N\ year prog

M odification > N\
PA 144-03 Report Components Rea’etﬁr R;gf“"gd mments
EAA
Cover Sheet \ ( “Yes—No Yes No Yei)\ko \Jj
Unexpended/Unencumbered Funds \ N Yes No Yes R&é\ \No \
Mid-Y ear Progress Report "M Yes No Y%\ N\{ \es\NQ -
Significant Change Narrative Yes No NA %\N@\Qﬂ\ M es ﬁy\{\IA
N\

Overal Comments:

Technical Assistance Par <
Opportunﬂ)@@{&p\

Participation
d

NN

veo M

NN

Program Meeting

T \\\\

Yed (W

NN

Equity in the Classroom Conferenc&>

V>

Other:

:%\NQ

/
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Select Student Support Services (4-S) Program
KCP Monitoring Desk Audit Review
Mid-Year Progress Reports— Electronic Submission Due July 9, 2004

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Page2of 3

Review Criteria

Lo

Exceeds
stablished
ndard

M eets
Established
Standard

M odifications

Neede%\

/\ Comments

All program objectives identified in the application
included in the Mid-Y ear Progress report provide stat
concerning progress made toward establ{sh ar/g

\ﬁ

>

Ry

NN

=

Objectives and/or program components are mekin
progress. If No, explain:

equate

N

<

N

A\
If appropriate, influencing factors were identified and clearly 1 N~
explained for each objective or program component influenced. (\ \
Collected data sources provide clear indication of progress N\ &\)
toward identified program goals and objective targets. If No, <> >
explain: Yes o

Overdl, the report demonstrates that t
targeted to academically and eco

ic y v tag
students as defined by the mstmttl n.

Core Indicator #1: Overall, t deqaonstr
program is focused on the persiStense ant ion of acad.
and econ. disadvantaged students kel by the program.

Core Indicator #2: Overall, the rpt. frates that an effort
is being made to move the entire program or specific
components of the program from state grant support to

institution support.

Yes No




Select Student Support Services (4-S) Program Page3of 3
KCP Monitoring Desk Audit Review
Mid-Year Progress Reports— Electronic Submission Due July 9, 2004

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Risk Factor Considerations (ke.
this desk audit review, expeli
amount of program, |&

Circleone
Site Visit Warranted? YES NO

Regularly scheduled On-Site during current program period scheduled for this 4-S Program? Circle one

YES NO
If YES, date: With Whom:
Last On-Site Monitoring Date: By Whom:
KCP Consultant Signature: Date Completed:

Origina filed in KCP Ingtitution File. Copies To:




State of Michigan ATTACHMENT D
Department of Career Development - KingeChavezeParks Initiative

Select Student Support Services (4-S) Program
KCP Monitoring Desk Audit Review

Final Reports—Electronic Submission Due December 10, 2004
Program Period: October 1, 2003 through September 30, 2004

PA 144-0Q30f 3: Year One of aThree-Year Grant Cycle
I nstitution: Program Nanye: <\ Year 1 of a3-year program

N ]
Date Recelved B Ready for M?lefljﬁtégns \
rieport Components Reyi\v K\Du te§ sview e a( N Comments

Before Revi

Cover Sheet ( C/\\ \Y% N> Yes No Yf o \ \ \\\>
Final Expenditure Report \ ) Wo Yes No Yes \No\ \) )

q
4-S Outcome Core Indicator #1 Report \ \ Yes No Yes N}/\ \/\%\ Nc\

4-S Core Outcome Indicator #2 Report \/ Yes No Y&}\ N\{ Ye& NQ \/
Final Program Summary Report Yes No \X@ \\Qo\ %\W

Brief Narrative Yes N}\g \?ﬁ%\{{& WNO

AY

Returning of unexpended funds Yes {Q{ \\1\% \\/> NA

N\ \/ RN\ A

\Exceeds M eets
Review Criteria Q m\\§ Established Estabh M odifications Comments
/> Sandard Santerd Needed

All program objectives identified in the appligationwerg i m\he/fm report \
and provide status information concerning pr

taward edtar <
If No, identify the objective and explal g

A

x es No

/\ AN
Collected data sources provide a cI ear Indicati e§éw ces provided by the 4-S \)
Program and the influence services are hayingh retention and persistence of

program participants. If No, explain: Yes No




Select Student Support Services (4-S) Program
KCP Monitoring Desk Audit Review

Final Reports—Electronic Submission Due December 10, 2004

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Page2of 3

Review Criteria

/\@A

Exceeds
Established
Standard

M eets
Established

Comments

Core Indicator #1: Core Indicator #1 Report prov
Program is impacting the retention rate of pr t|c ant

v

Core Indicator #2: Core Indicator #2 Reporipro déﬂ@d hIS\4-S
Program is working toward institutionalizatio: of om ts of the program
unyjngeénds.

and/or the full program to remain after state f

Core Indicator #2: Specific components of the 4— ogram have moved from

state grant support to institution support, prowdl ng asipong indication that, at Yes No
aminimum, components of the program will remain after state funding ends. L\ N\
The Fina Expenditure Report was prepared in collaboration with the \ N
institution’s Accounting or Contracts and Grants Office as evidenced by > Yes No
report signatures. \ (
The Fina Expenditure Report demonstrates the use of a maxi m%)f 0%3\ WV
state KCP award funds and a minimum 30% ingtitution funds in'the @ Yes No
totals of the program period expenditures. \ AN
The Fina Expenditure Report demonstrates that costs wWereresson >V
justifiable and only digible 4-S expenditures wegep ' ) i
budget. If No, explain:
Yes No
N
Ny N :
The Fina Expenditure Report, if spprepiate\prqvides clarification
concerning any discrepancy betweer th iny and-id-Y ear Progress Yes No
Report expenditures. (\
Copies of source documents are attach he Final Expenditure Report for N\ Yes No

each Percentage Time Staff member as well as all cost share items.




Select Student Support Services (4-S) Program Page3of 3
KCP Monitoring Desk Audit Review

Final Reports—Electronic Submission Due December 10, 2004

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Circleone
Are there examples of “Best Practice” models that can be shared for replication? YES NO

= ®§§

Overall Commen

ew findings, concerns arising from this
Irements, prior year reports, dollar amount of

e Considerations: @E é \\/

Technical

Circleone
Site Visit Warranted? YES NO
Last On-Site Monitoring Date: By Whom:
KCP Consultant Signature: Date Completed:

Origina filed in KCP Ingtitution File. Copies to:

47



State of Michigan ATTACHMENT E
Department of Career Development - KingeChavezeParks Initiative

Select Student Support Services (4-S) Program

On-Site Monitoring Focus
Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Institution: Year 1of a3-year program

Program Name: < <> /\

lude year):
opttoring as a result of “MaritQri g | RW

Last Institution O Si 08 \
1. i

2. Risk factorsto be considered duri n@
Technical ce oc g

Circleone

YES NO

5. Doesthe program have clear and consistent definitions, criteria and procedures for the
selection of program participants who are academically and economically disadvantaged?

Circleone

YES NO Comments:



Select Student Support Services (4-S) Program Page2of 3
On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

6. CORE INDICATOR/RETENTION: Does this4-S Program maintain appropriate data indicators
to track participant retention compared to the overall retention rate for the college or program?

Circleone
YES NO nc@ iNdicators include: E %

7. COREINDICAT NSTITUTIONALIZATIO indi [ that services for
academically and economically disadvantag 5 N provided as the result of
KCP funding for the 4-S Program will ¢e ' MOAvig or after the termination of
funding?

Circléone
YES NO

administrative

Comments:

Circleone
Is support from the state’' s KCP Initiative acknowledged? YES NO
Comments:
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Select Student Support Services (4-S) Program Page3of 3

On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

9. Arethereindicators that this 4-S Program has developed new models of “Best Practice” for the

retention of academically and econqmically disadvantaged? %

Circleone

YES NO “Best Practice:”

PrograrrTmplementation Requires ModificatioR

Program Implementation Significantly Different than-Aplication or Outside of Legislation or
Adminigtrative Guidelines: Redirection attachment forwarded dated:
KCP Consultant: Date Completed:

Follow- up Compl eted:

Origina(s) filed in KCP ingtitution file.
Copies forwarded to:




State of Michigan ATTACHMENT F
Department of Career Development - KingeChévezeParks Initiative

Select Student Support Services (4-S) Program

Fiscal On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

KCP Program: All Programs Last Program On-Site:
Institution: @

if they so decide:
- Chart of Accounts

The Instituti have available for review Approved and Clgse-Oyt Operational KCP Program budgets and

support docu ation for the following state fiscal years:
P.A. 118 (October 1, 2001 to September 30, 2002)
P.A. 298 (October 1, 2000 to September 30, 2001)

P.A. 93 (October 1, 1999 to September 30, 2000)

Note:

Please be prepared to discuss and provide supporting documentation, where applicable, to the
guestions noted in both the General Fiscal Questions and the KCP-Related Fiscal Questions
sections noted below. Also, arepresentative from the institution’s Accounting and/or Contracts
and Grants Office who isresponsible for the fiscal management of the KCP Programs on behal f
of theinstitution must be available for the Fiscal portion of the KCP On-Site Monitoring Visit.

51



Select Student Support Services (4-S) Program Page2of 8
Fiscal On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

General Fiscal Questions

1. What significant changes, if any/havethere been in theinstitution’s accounting system? What inpact has this
had on the various KCP Pro ams’>: &
N <\‘

52



Select Student Support Services (4-S) Program Page3of 8
Fiscal On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

3. Isthe accounting for the university centralized or decentralized - (i.e., Do the program areas have a staff person
on-site to assist perform fiscal duties? If so, are these individuals required to have a degree or background in

<O XX
( AN
NS PO

4. If adecentralized accounting syst te t\s itdecentralized? Do the program areas enter
their own transactions or do th ju%ep eXhe sfor entry by the central accounting office?

N
AN /\\ \
REANS

' W areas have in setting up accounti @M ams?
ANS

AN (\\\\\>
N7 NN

6. What isdone with transactions that are questionable (i.e., the accounting office either does not agree with how it
was charged or does not understand what the program area was attempting to do)?




Select Student Support Services (4-S) Program Page4of 8
Fiscal On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

7. Results of review of records noted above:
We were provided the requested records. Our assessment of each of those recordsiis as follows:

- Chart of Acc.,@ <\%

SN

RN
C /A\ ) SO
NP,

. C&éation Methodology/Plan

AN

N

O\
EAANNNN\
AN

=  Admipistrati uidelin Accounting Procedur

N~

ONNEAN
D NRAN\NS:
AN NN\

= Match/Cost Sharing Methodology




Select Student Support Services (4-S) Program Page5of 8
Fiscal On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

K CP-Rdated Fiscal Questions

1. Describethe process used t?%d\approve the budgets and accounting reports for the K CQPrograms?
Q N

E\NNN

NN
NN AL
TN AN ) Y

AN /\\/\s AN

AN\
\

N

N\
ZANNNIN\E

EENNVEAN\\M

2. Howaret?@gg@wm nstitution? ﬁ\
/\<\

SENNAN
Q\\\v

/\\
\ &\\\\v
N




Select Student Support Services (4-S) Program Page6of 8
Fiscal On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

3. How doesthe institution apply cost sharing to the KCP Programs?

( NN
NN RN\

QAN
<o /\\\Q NN

4. Describe how the jnst tutl c URtin prowdefor the separate accountjng\and tracking of state,
msﬂtutmn%,@%\ndl Nrces used te su ort this KCP Program?




Select Student Support Services (4-S) Program Page7of 8
Fiscal On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

5. How are the personnel costs documented, accounted for and verified/audited? What type of documentationis
used:
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Select Student Support Services (4-S) Program Page8of 8
Fiscal On-Site Monitoring Focus

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

7. Describe the procedures used and frequency of reconciliations of KCP Program fiscal records and reports with
the institutions accounting records? If performed, who performsthem, (i.e., central accounting staff or program
staff)?

N
AN e\

NN AN VY

NS RO\

LN
\®

kkhkhkkkhkhkkkhkhkkhkhkkkhkhkkhkk * ¥k x \t\:§;§E;;;;;E:******************** & R kkhkhkkkhkhkkkhkhkkkhkkkhkkkk
von Summar y/Evaluatt
KCP Fiscal Revi
) Gl USIQ
dmentation Meets Establish State Guidg]in
mplementation Requires Modifications asindic theg attached.

Program Implementation Significantly Different that State P
required per attachment.

elicie$ and/or Legislative direction: Redirection

Monitoring Completed By: Date:

Follow-Up Required: &€ Yes & No

Report Copies Forwarded To: Date:

hhhkhhhkhkhkhkhhkhkkkhkhkhhhhhhhhhhhhhhhhkhkdhhhhhhhhhhhhhhhkhkkkkhkhkhhhhhhhhhhhhrrhkkhkdkhhhhhhhhhhrrhhkdrrrrhihd



State of Michigan

ATTACHMENT G

Department of Career Development - KingeChavezeParks Initiative
Select Student Support Services (4-S) Program

Coordinator List

Program Period: October 1, 2003 through September 30, 2004
PA 144-03 of 2003: Y ear One of a Three-Year Grant Cycle

Ms. Diane Ariza

Albion College

Project Step Ahead

611 E. Porter Street — KC #4676
Albion, M|l 49224

PHONE: 517-629-0750

FAX: 517-629-0505
studentaffairs@al bion.edu

Dr. Margaret Hae-Smith

Chief Academic Officer

Baker College of Flint

Total Learning Commitment (TLC)
1050 West Bristol Road

Flint, M1 48507

PHONE: 810-766-4109

FAX: 810-766-4020

margaret.ha e-smith@baker.edu

Dr. Claudia Beverduis
Calvin College

Tapestry

3201 Burtson Street, S.E.
Grand Rapids, Ml 49546
PHONE: 616-526-6122
FAX: 616-526-6503
cheversl@calvin.edu

Mr. Clifford L. Harris
Director, Multicultural Affairs
College for Creative Studies
Study Clinics

201 East Kirby

Detroit, M | 48202

PHONE: 313-664-7403
FAX: 313-664-7459
charris@ccscad.edu

Dr. Jacqueline D. Taylor

Davenport University

Students United for Retention &
Excellence (SURE) Program

415 East Fulton Street

Grand Rapids, M1 49503

PHONE: 616-732-1086

FAX: 616-732-1169

jacqueline.taylor@davenport.edu

Dr. Lynette Findley
Director, Holman Learning Center
Eastern Michigan University
4-S Contact Program
GO04 Bruce T. Halle Library
Y psilanti, M1 48197
PHONE: 734-487-2133
or 487-2211
FAX: 734-487-6793
lynette.findley@emich.edu

Mr. Dwight Tavada

Director, Minority Student Affairs

Kettering University

Enhancing Engineering Students
Retention Through New
Teaching/Learning Paradigms

1700 West Third Avenue

Flint, M1 48504-4898

PHONE: 810-762-9825

FAX: 810-762-9948

dtavada@Kkettering.edu

Dr. Jerome Webster

Lawrence Technological University

Studentsin Technology Achieving
Results

21000 West Ten Mile Road

Southfield, M | 48075-1058

PHONE: 248-204-4100

FAX: 248-204-3148

jwebster @ltu.edu

Mr. Osvaldo Rivera, Director

Office of Multicultural Affairs

Madonna University

Program for Realizing Educational
Potential (PREP)

36600 Schoolcraft Road

Livonia, M| 48150-1173

PHONE: 734-432-5541

FAX: 734-432-5393

orivera@madonna.edu
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Dr. Dorothy Stallworth Reed

Michigan State University

The Charles Drew Science Enrichment
Lab

G-44 Hubbard Hall

East Lansing, M| 48825-1303

PHONE: 517-55-5174

FAX: 517-353-4411

dreed@msu.edu

Dr. Renee Canady

Michigan State University
LEAP Initiative

College of Nursing

A117 Life Sciences Building
East Lansing, M| 48824
PHONE: 517-353-4827
FAX: 517-432-8251

canady @msu.edu

Ms. PatriciaM. Lowrie

Vetward Bound Program
Michigan State University

Peer Advising Leadership Program
College of Veterinary Medicine
A-135 East Fee Hall

East Lansing, M| 48824

PHONE: 517-355-6521

FAX: 517-432-2391
lowrie@cvm.msu.edu

Ms. Chris S. Anderson

Director, Educational Opportunity
Michigan Technological University
Project RISE - EXSEL

104Alumni House

1400 Townsend Drive

Houghton, M1 49931

PHONE: 906-487-3539

FAX: 906-487-3101
scanders@mtu.edu

Mr. William Hill

Director, Diversity Student Services
Northern Michigan University
Gateway Academic Program (GAP)
1103 University Center

1401 Presque Isle Avenue
Marquette, M1 49855

PHONE: 906-227-1554

FAX: 906-227-1714

whill @nmu.edu
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Ms. GloriaA. Sosa

Center for Multicultural Initiatives
Oakland University

Students First

121 North Foundation Hall
Rochester, M| 48309

PHONE: 248-370-4404

FAX: 248-370-3242

gasosa@oakland.edu

Ms. Jane Rhodes

Olivet College

Integrated Career Development
Program (ICDP)

Mott Academic Center

320 South Main Street

Olivet, M1 49076

PHONE: 269 749-6606

FAX: 269-749-7684

jrhodes@olivetcollege.edu

Dr. Mary Hedberg

Saginaw Valley State University
College Transitions

7400 Bay Road

University Center, M1 48710-0001
PHONE: 989-964-7144

FAX: 989-964-7030
hedberg@svsu.edu

Ms. Kathryn A. Gross

University of Detroit Mercy
Gateway to Math Success V

4001 W. McNichols

Detroit, M | 48219

PHONE: 313-861-2407 or 520-9696
FAX: 313-861-4718
grosska@udmercy.edu

Ms. ChaundalL. Scott
College of Education & Human
Services
University of Detroit Mercy
Professional Mentor Program Plus
21119 Harvard Road
Southfield, M | 48076
PHONE: 313-993-6242
or 248-350-3853
FAX: 313-993-6303
scottcl @udmercy.edu

Fr. John Staudenmaier, Dean

College of Liberal Artsand Education

University of Detroit Mercy
Professional Mentor Program Plus
21119 Harvard Road
Southfield, M | 48076
PHONE: 313-993-6242

or 248-350-3853

Ms. Juliet Jordan Lowery

University of Michigan

Pathways to Student Success and
Excellence

Office of Academic Multicultural
Initiatives

3009 SAB, 3009 E. Jefferson

Ann Arbor, M1 48109-1316

PHONE: 734-936-1055

FAX: 734-764-3595

matlock@umich.edu

Mr. Tendaji Ganges

Office of Educational Opportunity
Initiatives

University of Michigan-Flint

Bridgesto Success

303 East Kearsley Street

280 University Center

Flint, M1 48502-1950

PHONE: 810-762-3365

FAX: 810-762-3190

tganges@flint.umich.edu

Mr. Steven M. Kahn

Department of Mathematics

Wayne State University

Math Corps Student Success Center

1085 Faculty/Administration Building

Detroit, M1 48202
PHONE: 313-577-2485
FAX: 313-577-7596
skahn@math.wayne.edu

Ms. Janet Harden, MSN, RN
Wayne State University

Pathways to Nursing: First Year to

First Year
5557 Cass Avenue, Room 10 Cohn
Detroit, M | 48202
PHONE: 313-577-4082
FAX: 313-577-6949
ac4961@wayne.edu
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Ms. Ronai Krugh

William Tyndale College

Comprehensive Efforts Toward
Achievement (CETA)

35700 W. Twelve Mile Road

Farmington Hills, M1 48331

PHONE: 248-553-7200

FAX: 248-553-5963

rkrugh@williamtyndale.edu
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